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^Agency  Spotlight 

Mike   Trevor  to  retire!     Exclusive 
interview  by  probing  N&V  editors! 

As  you  all  know,  Mike  will  soon  be  leaving  his 
position  as  Administrator  of  ISD.    He  is  a  sea- 
soned veteran  of  state  government,  and  has 
experienced  numerous  events  and  changes.    So, 
before  we  let  him  go,  we  asked  him  to  share 
with  us  some  parting  thoughts. 

N&V:       We  thought  it  would  be  interesting  if 
you  could  talk  about  when  you  started. 

MIKE:      1  didn't  start  out  with  an  interest  in 
computers.    My  educational  background  is  in 
civil  engineering.    I  came  to  work  for  the  High- 
way Department  in  1%5  as  an  engineering 
trainee.    They  had  a  formalized  Engineer  In 
Training  (EIT)  Program,  as  they  called  it,  be- 
cause they  were  very  actively  hiring  engineers 
and  other  professionals  due  to  the  interstate 
program  being  in  full  swing.    In  fact,  that's  why 
you  see  so  many  retirements  from  the  Depart- 
ment of  Transportation  right  now  because  so 
many  people  started  in  the  early  and  mid-60s.    I 
was  one  of  them. 

One  of  my  options  as  an  engineering  trainee 
was  to  spend  some  time  in  the  Highway  Depart- 
ment's Data  Processing  Bureau.    An  individual, 
Tom  Stuart,  was  heading  up  the  Engineering 
Development  Group  at  that  time.    I  was  con- 
vinced by  Tom  that  I  should  try  it,  and  so  I 
went  to  work  there  in  1966. 

N&V:       What  was  going  on  in  the  State  at 
that  time  in  computing? 

MIKE:      What  was  going  on  in  the  State  at 
that  time  was  preparation  for  moving  from 
second-generation  computing  to  third-genera- 
tion.   The  IBM  360  was  brand  new  on  the 
scene.    The  Highway  Department  had  plans  to 


acquire  a  360  within  a  year.    The  Department 
of  Administration,  at  that  time,  had  a  Data 
Processing  Division  headed  by  Troy  McGee,  and 
they  acquired  the  first  360.    If  my  memory 
serves  me  correct,  it  was  only  like  32K  or  64K 
of  memory--very  limited.    We  would  come  over 
here  to  the  Mitchell  Building  and  test  programs 
as  we  converted  them  in  preparation  to  run 
them  on  a  360,  once  the  Highway  Department 
got  into  that  business. 

We  progressed  along,  the  Highway  Department 
was  growing  its  own  mainframe  system,  and  the 
Department  of  Administration  Data  Processing 
Division  had  its  own  mainframe  system.    There 
started  to  be  more  and  more  talk  about  the 
disadvantages  of  having  two  large  mainframe 
operations  in  separate  facilities.    In  1977,  it 
kind  of  came  to  a  head.    A  lot  was  going  on 
over  here  in  the  Department  of  Administration. 
There  was  a  decision  to  split  the  Data  Process- 
ing Division  into  a  Computer  Services  Division, 
which  would  be,  essentially,  the  Operations 
Data  Center  and  a  separate  systems  develop- 
ment division,  called  ISD-which  was  then  called 
Information  Systems  Division. 

N&V:       Tell  us  how  you  came  to  be  the  ad- 
ministrator, and  about  some  of  your  early  chal- 
lenges. 

Mike:        When  they  made  the  split,  they  hired 
an  individual  from  outside  of  government  to 
head  up  the  Development  Division.    TTien,  1 
think  this  was  discussed  at  very  high  levels  in 
state  government-in  the  interest  of  merging  the 
computer  operations  with  Highways  and  Ad- 
ministration, they  offered  me  the  position.    I 
didn't  go  through  the  normal  selection  process; 
I  was  basically  appointed  to  come  over  here  and 
be  the  new  administrator  of  the  Computer  Ser- 
vices Division.    Troy  McGee  transferred  to  the 
Department  of  Revenue.    So,  I  took  them  up 
on  that  offer  and  had  the  immediate  task  of 
merging  the  two  data  centers. 

Some  of  the  staff  from  the  Department  of 
Highways  came  with  me.    Basically,  they  came  a 
little  bit  after  1  did-most  of  them--people  like 
Joe  Beausoleil,  Jim  Tompkins,  Darvin  Barnes.    I 
know  there  were  a  couple  of  computer  opera- 
tors too.    Dennis  Sheline  and  Dennis  Buswell 
had  already  transferred  from  Highways  to  Ad- 
ministration in  about  1973  in  order  to  upgrade 
the  operating  system  from  DOS  to  OS  (prede- 


cessor to  MVS)  which  the  Highway  Department 
had  already  done. 

From  there,  we  successfully  consolidated,  and 
the  next  pha.se  of  consolidation  was  to  get  our- 
selves-thc  State-into  a  situation  where  we'd 
really  truly  have  one  central  mainframe  opera- 
tion.   There  was  one  other  agency,  the  Depart- 
ment of  Labor  and  Industry,  Employment  Se- 
curity Division,  that  had  its  own  360  computer 
system.    We  ended  up  successfully  convincing 
the  Department  of  Labor  and  Industry  to 
merge;  basically,  to  run  their  applications  on 
the  D  of  A's  shared  system. 

From  that  point  forward,  we  had  the  one  shared 
system  until  we  got  to  a  point  in  time  when 
Justice  had  a  need  for  their  Criminal  Justice 
System.    That  was  1984.    I'm  just  going  on  and 
on. 

N&V:       That's  okay,  please  continue. 

MIKE:      I  guess  just  to  finish  out  the  migration 
on  that  system,  in  1984,  the  current  system-the 
4381-was  put  down  at  the  National  Guard 
Armory  with  the  intent  to  run  Department  of 
Justice  Criminal  Justice  Information  System, 

ais. 

It  basically  had  a  dual  purpose  though  because 
it  was  originally  designed  to  be  a  backup  for 
processing  up  here.    It  was  understood  that  it 
was  so  limited  it  could  only  be  used  for  critical 
applications.    Since  then  we've  had  a  progres- 
sion of  upgrades  of  that  system  by  adding  mem- 
ory and  computing  horsepower  to  it.    Justice 
implemented  their  Motor  Vehicle  Svstem  on 
that  system.    Now,  kind  of  a  turn  of  events. 
Motor  Vehicles  has  just  recently  incorporated 
back  into  the  shared  system,  so  we're  back  to 
the  point  where  Justice  is  going  to  be  rethink- 
ing the  Criminal  Justice  Information  Systcm-- 
whether  to  keep  it  on  the  existing  platform  or 
go  to  some  other  platform  computer. 

That's  probably  enough  about  mainframes. 
Where  else  did  you  want  to  lead  here? 

N&V:       Q)uld  you  talk  more  about  the  history 
of  ISD,  and  about  some  of  your  achievements 
and  successes? 

MIKE:  In  1977,  the  old  Data  Processing  Divi- 
sion was  split  into  the  Computer  Services  Divi- 
sion, which  1  vvas  responsible  for,  and  the  old 
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ISD,  which  was  just  a  development  organization. 
In  the  1981-82  time  frame,  there  was  a  con- 
solidation of  Q)mputer  Services  Division  and 
Information  Systems  Division  into  the  Com- 
puter Services  Division.    So  it  really  put  the  old 
Data  Processing  Division  back  together  the  way 
it  had  been,  combining  application  development 
and  computer  operations.    It  was  at  this  time 
that  the  legislature  passed  a  bill  to  transfer  the 
policy,  standards  and  equipment  approval  au- 
thority from  the  Governor's  Office  to  the  De- 
partment of  Administration.    So,  the  new  CSD 
took  on  these  new  responsibilities  at  that  time. 

Then,  I  think  most  significantly,  in  1984  there 
was  a  substantial  reorganization  within  the  De- 
partment of  Administration,  the  Communica- 
tions Division,  which  was  the  telecommunica- 
tions entity  for  the  Department,  was  con- 
solidated with  the  Computer  Services  Division 
forming  ISD  as  we  know  it  today,  Information 
Services  Division. 

I  consider  that  the  merging  of  telecommunica- 
tions and  computing  was  one  of  the  most  im- 
portant achievements  of  my  career.    It  was  very 
controversial  at  the  time.    I  noticed  since  then, 
when  looking  at  one  of  the  NASIRE  docu- 
ments, showing  which  states  have  combined 
computing  and  telecommunications  and  when 
they  did,  that  we  were  one  of  the  very  early 
States  to  recognize  that  direction.    I  think  prac- 
tically all  of  the  states  are  headed  in  that  direc- 
tion now.    So,  that  was  an  important  decision, 
and  I  had  to  convince  the  director  of  the  de- 
partment at  that  time  the  merits  of  the  integra- 
tion.   It  was  kind  of  a  difficult  time  for  person- 
nel, for  people  impacted  by  the  consolidation. 

Another  area  of  strategic  importance  was  data- 
base, selecting  the  IDMS  System.    The  selection 
maybe  wasn't  so  difficult  as  some  of  the  grow- 
ing pains  of  learning  how  to  manage  it  within 
this  division.    We  had  a  separate  Database  Bu- 
reau at  one  time  that  handled  everything  from 
A  to  Z.    In  that  1984  time  frame,  we  made  the 
decision  to  split  database  management,  and 
that's  when  we  carved  out  the  separate  groups 
to  provide  application  development  and  system 
support.    We  lost  a  key  individual,  a  real  pio- 
neer in  this  state  for  the  use  of  database-Chuck 
Matule-you've  probably  heard  of  him.    He's  the 
one  that  got  us  some  of  these  contracts  that 
have  served  us  so  well  with  CuUinet  (now  Com- 
puter Associates).    They're  still  choking  on  it. 


We're  getting  a  pretty  good  deal  on  some  of 
that. 

N&V:        What  do  think  the  impact  of  personal 
computers  and  networking  has  had  upon  the 
State? 

Mike:  I  guess  looking  backwards,  one  of  the 
more  strategic  things  that  happened  was  during 
the  course  of  the  '80s,  the  early  to  mid  '80s  in 
particular-as  "microcomputers"  became  more 
and  more  prevalent  and  the  solid  establishment 
of  the  IBM  PC,  which  was  arguably  the  industry 
standard  in  those  days-this  organization  had  to 
make  a  decision  of  how  we  were  going  to  deal 
with  PCs.    We  decided  very  early  on,  that  we 
were  going  to  try  to  manage  PCs-recognize 
them,  accept  them,  and  manage  them-as  an 
integral  part  of  the  overall  MIS  structure.    I 
think  that  was  one  of  the  wiser  things  that  we 
did,  there  were  some  mainframe  organizations 
who  didn't.    We  all  had  to  deal  with  mainframe 
bias  within  our  organizations.    But  some  or- 
ganizations would  say,  well,  those  things  have  a 
limited  use  and  so  on.    We  didn't  do  that.    We 
started  recognizing  right  away,  hey,  these  things 
are  going  to  replace  3270's  and  then  they're 
going  to  do  a  lot  more  and  we  kind  of  opened 
our  arms  to  deal  with  that. 

That  led  us  to  the  1987-88  time  ft-ame  when 
networking  PC's  started  to  be  the  thing  to  do. 
Very  early  in  the  local  area  network  ballgame, 
we  reaffirmed  that  we  were  going  to  manage 
PCs  as  an  integral  part  of  the  total  MIS  system. 
We  were  going  to  manage  local  area  networks 
as  an  integral  part  of  a  single-at  least  concep- 
tually-statewide enterprise -wide  data  network. 
And  we  actually  ...  I  mean  a  lot  of  times 
we've  been  guilty  of  making  directional  policy- 
type  decisions  and  not  doing  a  very  good  job  of 
documenting,  but  you  could  go  back  and  see 
that  we  documented  that  policy  clearly  at  that 
time.    I  think  it  was  around  May  of  1988  when 
that  was  done.    And  at  the  same  time,  we  came 
out  with  a  standard,  we  said  that  the  local  area 
network  standard  for  the  State  was  going  to  be 
the  802.5,  the  IBM  flavor  of  that  token  ring 
standard.    Lots  of  controversy. 

It  seemed  like  most  agencies  had  a  certain 
amount  of  disagreement  with  our  "enterprise" 
perspective  on  managing  data  networks.    It's 
been  heartening  to  me  that  most  of  them,  I 
think,  have  aime  around  to  see  our  point  of 
view  on  that  topic.    1  think  that  the  real  issue 
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is  the  overall  management  of  these  local  area 
networks.    The  agencies  tended  to  view  them  as 
"their"  network-s  and  many  times  were  only 
looking  at  them  from  an  individiial  work  group, 
not  even  a  whole  department  perspective.    We 
kept  exerting  some  influence  that  we  realized 
the  value  at  the  work  group  level,  but  we've  got 
to  manage  these  things  in  a  way  that's  beneficial 
to  the  enterprise  over  the  long  haul.    An  im- 
portant point  in  all  of  that,  which  1  found  my- 
self explaining  to  legislative  committees  and 
others,  the  DPAC  at  the  time,  is  that  if  we 
don't  take  aggressive  steps  right  now-I'm  talk- 
ing back  in  that  '88  time  frame,  88-91-we  run 
the  risk  that  this  was  all  going  to  go  in  so  many 
different  directions  that,  as  Paul  Rylander  would 
say,  we'd  never  get  the  toothpaste  back  in  the 
tube.    I  mean  the  cost  to  bring  the  State  back 
together  and  give  us  an  enterprise  communica- 
tion capability  would  have  been  prohibitive.    So, 
it  was  a  cost  prevention  sort  of  a  concept. 

To  carry  that  theme  out  a  little  bit,  what  I  see 
happening  today  that  makes  me  a  little  bit  more 
comfortable  having  hung  onto  the  importance 
of  the  enterprise  networking,  is  to  see  .  .  .  just 
today  I  see  a  comprehensive  note  coming  out  of 
the  Legislative  Council  area  going  out  to  all 
agencies  and  explaining  a  number  of  informa- 
tion items  they're  going  to  make  available  a- 
cross  ZIPIMail,  and  how  they'll  be  able  to  cus- 
tomize distribution  lists  and  get  that  informa- 
tion immediately  into  the  hands  of  those  who 
need  it.    So,  to  see  those  kinds  of  things  start- 
ing to  happen-and  the  legislative  branch  has 
been  very,  very  good  at  helping  us-how  should 
1  say  it-put  this  enterprise  network  to  good 
use.    The  Auditor's  Office  and  the  Legislative 
Fiscal  Analyst's  Office  during  the  last  regular 
session  were  aggressively  using  the  E-Mail.    I 
don't  want  to  sell  the  Office  of  Budget  and 
Program  Planning  short  either.    TTiey  are  very 
much  using  the  network  for  communications 
and  passing  budget  information  back  and  forth 
electronically.    So,  that  starts  making  me  feel 
more  comfortable  that  our  vision  of  the  need 
for  enterprise  connectivity  is  taking  shape. 

N&V:       And  where  do  we  stand  now? 

Mike:  1  sense  we're  at  an  important  threshold 
where  we've  spent  a  lot  of  money  on  systems 
and  infrastructure  and  its  time  to  demonstrate 
the  value  of  all  this  information  technology  to 
help  improve  state  government.    We've  done  a 
good  job  of  organizing  ourselves  and  establish- 


ing the  infrastructure  to  put  information  tech- 
nology to  great  beneficial  use  for  the  State  and 
Montana.    Now  we're  ai  this  threshold  where 
hey,  let's  start  finding  more  ways-dramatic  new 
ways-to  apply  all  of  this  so  that  we're  using 
information  technology  to  make  a  real,  visible, 
substantial  difference  in  terms  of  improving  the 
delivery  of  government  services.    I  think  that's 
the  challenge.    Enough  history? 

N&V:       This  is  great!    This  would  be  a  good 
101  class  for  anyone  coming  to  work  for  ISD. 

MIKE;      Well,  I'm  starling  to  beaime  aware 
that  I'm  just  about  oui  of  here  ...  1  mean,  vou 
know,  when  you're  getting  down  to  the  count- 
down, there's  just  a  little  over  a  month  left  to 
work,  you  kind  of  look  around,  you  know,  and 
ask;  how  many  people  have  been  working  here 
long  enough  to  have  been  trough  very  much  of 
this?    Not  very  many.    I've  been  thinking  a 
little  bit  about  the  importance  of  continuity  and 
I  think  it  is  important  for  people  to  know  and 
understand  where  all  this  came  from.    Hopeful- 
ly, it  will  make  all  of  us  have  a  better  apprecia- 
tion of  the  importance  of  working  together  in  a 
direction  for  the  future  that  is  beneficial  for  the 
state  as  a  whole. 

N&V:       One  final  question:    What  are  you 
going  to  do  with  all  your  spare  time? 

MIKE:      The  main  thing  I'm  going  to  do  is  not 
work  full  time  at  anything.    I'm  going  to  allot 
myself  a  lot  more  time  to  enjoy  the  benefits  of 
living  in  Montana,  get  back  to  doing  a  lot  more 
outdoors  sorts  of  things-hunting,  fishing.    1 
have  my  part-time  taxidermy  business  that  I've 
been  doing  on  a  moonlight  basis,  believe  it  or 
not,  for  25  years.    So  I  have  a  supplemental 
income  there,  and  I'm  fortunate  it's  something 
that  started  out  more  as  a  hobby,  and  I  really 
do  like  doing  it.    It  is  starting  to  get  real  old 
doing  it  at  night,  afier  hours  and  on  weekends, 
just  tying  up  so  much  of  my  free  time.    So  now 
I  look  forward  to  having  more  time  and  actually 
expanding  that  business.    You'll  probably  see 
me  advertising  in  order  to  boost  the  volume  of 
taxidermy  business.    I  really  kind  of  specialize  in 
fish,  but  I'll  do  other  things  too. 

In  addition-probably  a  pretty  strange  combina- 
tion--but  1  intend  to  keep  myself  available  to  be 
either  hired  back  here  at  the  State,  within  the 
600-hour  limitation,  or  else  as  an  independent 
consultant  type.    I  don't  exactly  know  what  kind 
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of  a  consultant  to  call  myself.    I  sec  my  value 
to  other  organizations  is  maybe  my  experience 
in  government,  with  the  legislature  and  perhaps 
my  analytical  skills,  so  I  might  be  kind  of  an 
analytical/management  consultant/lobbyist.    1 
guess  1  would  summarize  by  saying,  I've  got  a 
number  of  ideas,  but  again,  not  the  sorts  of 
things  that  would  tie  me  up  full  time.    1  plan  to 
keep  my  priorities  straight.    1  don't  have  any 
intention  of  leaving  Montana  or  Helena.... I'll  be 
around. 


Editor's  note:       We  feel  very  fortunate  to  have 
been  able  to  know  and  work  with  Mike  in  our 
time  with  ISD.    We're  sure  that  these  feelings 
are  shared  within  ISD  and  state  government  as 
a  whole.    We  wish  Mike  the  best  of  luck  in  his 
pursuits  and  hope  he  enjoys  "not  working  full 
time  at  anything"!    gOoD  LUck,  mIKe!! 


tems  used  by  agencies,  and  entered  by  keypunch 
operators  to  be  processed  during  the  nightly 
SBAS  run.    The  next  morning  printed  copies  of 
"daily  transactions"  arc  mailed  to  many  agencies. 
Some  agencies  have  requested  to  print  their 
listings  on  their  own  printers,  and  still  others 
have  developed  computer  programs  that  extract 
information  that  is  useful  to  them  from  the 
Accounting  Bureau's  daily  transaction  tapes. 

The  Accounting  Bureau  has  an  extensive  tape 
library  and  a  variety  of  disk  files  of  SBAS  data. 
The  data  has  been  grouped  and  sorted  in  a 
myriad  of  ways  and  is  available  for  agencies  to 
use.    The  SBAS  Support  Unit  would  be  glad  to 
assist  you  or  your  programming  people  to  make 
the  best  use  of  this  data.    If  you  need  assistance 
with  SBAS,  OE&E,  ICC,  or  using  SBAS  files, 
call  the  SBAS  Support  Unit  at  extension  3092. 


SBAS  Support  Unit  News 

Recent  cuts  compel  agencies  to  work  smarter 
and  harder.    If  your  agency's  accounting  people 
are  entering  data  from  their  daily  transaction 
listings,  or  any  other  SBAS  reports,  to  LOTUS 
spreadsheets  or  to  databases,  you  may  be  inter- 
ested to  know  that  most  of  the  data  is,  or  can 
be,  made  available  for  downloading  and  import- 
ing to  PC  applications.    Each  time  the  legisla- 
ture convenes,  agencies  are  required  to  make 
adjustments  to  the  way  that  they  do  their  daily 
business  and  how  they  account  for  it. 

An  example  is  the  change  in  taxable  employee 
expenses  (objects  of  expenditure  2407,  2417, 
etc.)  which  is  making  it  necessary  for  agencies 
to  make  adjustments  for  taxable  expenses  since 
January  1,  1993.    Several  Agencies  have  con- 
tacted the  Accounting  Bureau  to  extract  the 
needed  information  from  SBAS  files  in  order  to 
save  the  time  that  it  would  require  accounting 
personnel  to  sort  through  the  microfiche  for  all 
those  months. 


Term  Contract  Status 


DECfWyle 

Digital  has  introduced  the  DECpc  XL  family. 
These  include  433DX2,  466DX2,  560  pentium, 
and  566  pentium.    They  also  utilize  the  PCI  bus 
local  bus  architecture,  and  have  three  PCI  slots. 
These  have  been  added  to  term  contract,  and 
the  latest  price  list  has  been  sent  via  ZIP! mail. 
If  you  need  a  copy,  give  Brett  a  call  at  0515. 

Reminder:  Wyle  has  a  new  representative  for 
the  State  of  Montana.    Her  name  is  Cris  Rico, 
and  she  is  quite  capable  of  assisting  with  con- 
figuring your  system,  tracking  your  order,  and 
many  other  functions.    Her  number  is  800-752- 
3130.    FAX  is  714-953-9876.  Remember  to  send 
your  orders  to  her  instead  of  Steve  Priegal. 


One  of  the  responsibilities  of  the  SBAS  Sup- 
port Unit  in  the  Accounting  Bureau  of  the 
Department  of  Administration  is  the  state's 
daily  bookkeeping  (SBAS).    Daily,  thousands  of 
documents  are  input  through  On-line  Entry  & 
Edit  system  (OE&E),  uploaded  from  other  sys- 
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ComputerlandllBM 

ComputerLand  is  happy  to  report  that  availabil- 
ity of  all  IBM  products,  with  one  exception,  has 
returned  to  normal.    All  products  across  the 
board  should  be  delivered  to  your  door  in  30 
days  or  less.    The  exception  is  the  color  Think- 
Pad models,  720C  and  750C.    As  with  all  or- 
ders, call  Mike  Price  at  443-3200  if  you  are 
concerned  about  the  availability  of  a  certain 
product. 

ComputerLand  has  added  numerous  products  to 
the  term  contract.    They  have  also  lowered 
prices  on  several  of  the  products.    The  latest 
price  list  has  been  distributed  electronically,  and 
look  for  a  new  addendum  to  be  forthcoming 
soon. 


occurred  when  the  location  set  for  the  sup- 
plementary dictionary  was  left  blank  or  not  the 
same  as  the  main  dictionary..  This  was  a  com- 
mon problem  as  many  users  where  simply  speci- 
fying their  WordPerfect  5.1  supplementary  dic- 
tionary   path  rather  than  creating  a  new  sup- 
plementary dictionary.    Now  6.0a  converts  a  5.1 
supplementary  dictionary  to  6.0  format  regard- 
less of  the  location. 

If  you  have  been  experiencing  any  problems 
with  WordPerfect  6.0  the  WordPerfect  Corpora- 
tion strongly  recommends  installing  the  interim 
release.    ISD  can  supply  copies  of  the  interim 
release  to  any  agency  that  has  a  licensed  copy 
of  WordPerfect  6.0  DOS.    The  interim  release 
requires  eight  3  1/2"  High  Density  disks.    To 
obtain  more  information  please    call  Sue  Skule- 
tich  of  End  User  Computing  at  444-1392. 


ComputerLand  I  HP 

ComputerLand  has  made  numerous  changes  to 
the  term  contract  in  the  last  month.    Call  Brett 
(0515)  if  you  need  a  copy  of  the  latest  products 
and  prices.    For  technical  questions  or  product 
availability  call  Earl  at  Computerland  (329- 
7660). 


TECHTALK 


WordPerfect  6.0  DOS  Interim  Re- 
lease 

The  WordPerfect  Corporation  shipped  an  inter- 
im release  to  WordPerfect  6.0  DOS  in  Septem- 
ber.   The  newest  version,  WordPerfect  6.0a, 
contains  several  enhancements  and  problem 
"fixes"  for  the  initial  release  of  WordPerfect  6.0 
DOS. 

Some  of  the  most  notable  include: 

Several  software  changes  for  incompatibility 
with  WordPerfect  5.1  files,  however,  most  of  the 
5.1  conversion  problems  addressed  in  6.0a    seem 
to  be  with  unique  documents  that  contained 
extra  or  duplicate  codes. 

Also,  when  using  the  speller,  the  error  "Incom- 
patible supplementary  dictionary  file  format" 


CorelDraw  3.0  Tips-Dot  Your  Lines 

CorelDraw  allows  you  to  outline  objects  with 
several  kinds  of  dotted  and  dashed  lines,  but 
sometimes  none  of  the  built-in  patterns  are 
appropriate  for  you  applications.    For  instance, 
a  clip-out  coupon  or  a  rubber  stamp.    If  you 
find  that  the  dashes  are  too  short  (or  the  spaces 
to  wide)  for  your  liking,  there's  an  easy  way  to 
add  new  custom  patterns. 

Setting  up  your  own  dotted-line  pattern  involves 
altering  an  ASCII  text  file  called 
CORELDRW.DOT,  which  you'll  find  in  your 
CORELDRW  directory.    Before  you  do  any- 
thing else,  make  a  copy  of  that  file  for  safety's 
sake,  then  load  CORELDRW.DOT  into  a  text 
editor.    Start  a  new  line  (preferable  at  the  be- 
ginning or  the  end  of  the  file,  so  you  can  easily 
spot  you  new  dashed  line  in  the  program),  and 
type  the  numbers  2  3  1,  including  the  spaces. 
Safe  the  file. 

The  next  time  you  start  CorelDraw,  you'll  see  a 
line  option  that  gives  you  dashes  that  are  three 
units  wide,  with  one-unit  spaces  in  between  (the 
size  of  the  unit  is  based  on  the  current  stroke 
weight). 

The  first  number,  which  can  range  from  2  to  10, 
tells  the  program  how  many  values  (after  itself) 
are  on  that  line.    The  next  number  gives  the 
length  of  a  line  segment,  and  the  next  gives  the 
length  of  the  space  after  the  segment.    Any 


Paff:6 


Decfmberl993 


numbers  after  that  define  subsequent  lines  and 
spaces.    Thus,  the  line  '41526'  would  define 
a  line  style  consisting  of  a  segment  one  unit 
log,  a  space  of  five  units  long,  another  segment 
two  units  log  and  a  space  six  unit  log.    To  help 
you  remember  what  those  cryptic  numbers  are, 
you  can  put  comment  lines  in 
CORELDRW.DOT  by  starting  them  with  semi- 
colons (;). 

If  you  have  any  questions  contact  Jerry  Kozak 
at  444-2907  or  Irvin  Vavruska  at  444-2858. 


MS-DOS  6.0  Dual  Configurations 

MS-DOS  6.x  has  the  capability  of  starting  up 
your  machine  using  one  of  any  number  of  con- 
figurations.   It  will  even  build  a  menu  (semi- 
automatically)  for  you  to  select  the  config  you 
want.    As  an  example,  my  machine  was  recently 
converted  to  utilize  a  different  set  of  token  ring 
drivers.    Consequently  I  no  longer  had  the  con- 
venience of  the  Lan  start  up  batch  file  that 
provided  me  with  the  option  of  login  on  to  the 
network  or  not.    It  just  loaded  the  network 
drivers  whether  I  wanted  to  or  not. 

So  what  I  needed  was  two  configurations:  one 
for  the  network  and  one  for  the  local  DOS 
environment.    Using  the  easy  instructions  in  the 
DOS  manual,  I  created  three  different  con- 
figuration blocks  in  my  config.sys.    One  block  is 
for  commands  common  to  both  configurations 
and  the  other  two  are  for  the  separate  con- 
figurations.   Likewise  some  changes  needed  to 
be  made  in  my  autoexec.bat  to  load  drivers 
specific  to  each  configuration.    DOS  has  provid- 
ed a  system  variable  to  base  decision  logic  on 
during  the  batch  file  processing. 

Now  I  am  presented  with  a  MENU  from  which 
1  can  select  to  load  the  network  drivers  or  not. 
Before,  even  if  I  didn't  want  to  log  on  to  the 
network  -  the  drivers  were  loaded,  robbing  me 
of  some  conventional  memory.    Now  my  local 
configuration  runs  only  my  local  drivers. 

Here  is  what  my  config.sys  and  autoexec.bat 
look  like  now: 


REM   DOS    6.0   MENU    SECTION 
iii«nuU«m-NETWORtC,     Stirt     th»    Network 
m.nuUim-LOCALDOS.     St«rt     local    DOS    without    N.tv. 
rn«nucolor.4,9 
menud«f«ult-NETUORK.     15 

REM   DEVICE    CC»»WNDS    CCMON    TO    BOTH    CONFIGS 


OEVICE-C : \0OS\SETVER.EXE 

DEVICE-C:\doi\HIMEM.SVS 

DOS-HIGH, UMB 

BUFFERS-24 

FILES-100 

FCBS-16,8 

STACKS-9,512 

[NETWORK] 

REM  NETWORK  CONFIG  DEVICES 

REM  C800-CDFF  is  toktnring  RAH  and  ROM 

DEVICE-C: \dos\E^»13e6.EXE  NOEMS  X-C800-CDFF  I-EOOO-EFFF 

device-c : \networkO\dKmaOmod . »yi 

devlce-c: \networkO\dxmcOmod . syi  400005D00169 . C800 . 

[LOCALDOS] 

REM  LOCAL  CONFIG  DEVICES 

OEVICE-C :\dos\Ef»1386. EXE  NOEMS  I-EOOO-EFFF 

AUTOEXEC.BAT 
9ECH0  OFF 

REM  CC»»ON  LOAD  &  SET  C0M1ANDS 
set  C0MSPEC-C:\C0t»1AND.CCIM 
set  DIHCMD-/P/0 
PROMPT  Spig 

C:\DOS\SMARTDHV.EXE  /I 
C:\DOS\DOSKEY.COM 
Ih  C:\MOUSE\MOUSE 
goto  '/iconfigV. 

: NETWORK 

REM  NETWORK  CONFIG  COfWANOS 

path  C:\NETW0RK;C:\DOS;C:\;U:\SASWIN 

c:\networkO\lsl 

c:\network0\lahsup 

c:\networkO\ipxodi 

c:\networkO\v1m  /v4 

goto  END 

: LOCALDOS 

REM  LOCAL  CONFIG  COMMANDS 

path  C:\D0S;C:\;C:\mouse:C:\w.hdow5 


If  you  think  you  have  a  need  for  dual  boot 
configurations  and  need  help  programming  your 
config.sys  and  autoexecbat,  we  at  End  User 
Computing  can  help  you.    Call  Dave  Howse, 
ext.  1593. 


1-2-3  for  Windows  AutoSave  fea- 
ture: Friend  or  Foe 

An  explanation  of  the  1-2-3  for  Windows  Auto- 
Save  feature  is  in  order.    It  does  not  work  simi- 
larly to  WordPerfect's  backup  feature. 
The  AutoSave  feature  in  1-2-3  for  Windows 
simply  saves  your  current  worksheet  every  xx 
minutes,  where  xx  minutes  is  a  value  you  choose 
in  TOOLS,USER  SETUP.    The  AutoSave  fea- 
ture also  creates  a  backup  file  with  a  .BAK 
extension  the  first  time  a  file  is  created  and 
saved.    The  original  .BAK  file  is  never  modi- 
fied.   Only  the  .WK4  file  is  updated  every  xx 
minutes  by  the  AutoSave  feature. 

When  1-2-3  AutoSaves  your  file,  it  replaces  the 
current  .WK4  file  with  which  you  are  working. 
When  you  close  the  file  without  implicitly  sav- 
ing it,  if  the  AutoSave  feature  has  already  saved 
the  file,  your  original  file  will  have  been  re- 
placed. 
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When  1-2-3  for  Windows  is  installed,  it  defaults 
to  have  the  AutoSave  feature  enabled.    To  turn 
off  the  AutoSave  feature,  go  into  the 
TOOLS,USER  SETUP  menu  and  remove  the  X 
in  the  Save  files  every  xx  minutes.    Then  click 
on  OK. 

If  you  have  any  questions  about  1-2-3  for  Win- 
dows, please  call  Irv  Vavruska  at  444-2858,  or 
Jerry  Kozak  at  444-2907. 


Creating  Nested  Subdirectories 
Quickly  (A  Free  Program  and 
More) 

When  you  need  to  create  multiple  nested  sub- 
directories it  usually  involves  multiple  MD  com- 
mands.   To  make  a  directory  structure  such  as 
VROOT\Level2VLevel3VLevel4  would  involve  a 
command  sequence  of  MD\root< enter >;    CD\- 
Root<enter>  ;  MD  Level2<enter>  ;CD  Level- 
2<enter>  ;  MD  Level3<enter>  ; 
CD  Level3<enier>  ;  MD  Level4<enter>  ;    or 
something  similar.    There  are  easier  ways  to  do 
this  process,  one  method  for  WINDOWS  and 
another  for  DOS  based  systems. 

In  WINDOWS  start  the  File  Manager,  Click  on 
File  on  the  Menu  Bar.    Click  on  Create  Direc- 
tory.   Where  prompted  for  the  name,  type  in 
the  full  directory  structure  that  you  want  to 
create,  ie.  C:\Root\Level2\Level3\Level4.    The 
file  Manager  will  create  the  subdirectories  as 
needed  from  the  directory  structure  you  provide. 

To  create  nested  subdirectories  in  DOS  in  one 
step.  End  User  Computing  is  supplying  a  free 
utility  called  MAKETREE.    To  create  a  sub- 
directory structure  with  MAKETREE  you  type 
in  MAKETREE  followed  by  the  structure  you 
want  to  create.    For  the  example  subdirectory 
structure  used  above,  a  user  would  type 
MAKETREE  ROOTaxvel2\Level3\Level4. 

If  you  would  like  a  free  copy  of  MAKETREE. 
or  have  questions  concerning  this  article,  con- 
tact Denny  Knapp  of  End  User  at  444-2072  or 
via  ZIPIMail. 


ZIPITips 

Electronic  Mail  is  an  efficient  way  of  com- 
municating with  other  agencies.    However,  the 
integrity  of  the  E-Mail  system  fails  if  recipients 
are  unable  to  determine  who  the  sender  is. 

ZIPIMail  users  are  spoiled,  in  a  sense. 
ZIPIMail  automatically  identifies  the  sender 
when  ZIPIMail  users  receive  in-coming  mail. 
The  habit  of  not  signing  Notes  or  Messages 
might  be  easy  to  develop. 

E-Mail  users  in  the  DEC  system  world  (users  at 
DNRC,  Department  of  Transportation,  Univer- 
sity units  or  the  Bozeman  FW&P  Office),  re- 
ceive a  cryptic  system  address  that  identifies  the 
sender.     For  example,  a  piece  of  mail  from  a 
Department  of  Administration  employee  would 
appear  as: 

From:  ISDCLU::ISDCLU::MRGATE::"MRS::- 
SN_L=ZIP02::SN_U  =  CX0190 

It  can  be  very  frustrating  to  try  to  respond  to  a 
Note  and  have  no  clue  who  the  sender  is. 

Therefore,  it  is  important  to  sign  ALL  Notes 
and  Messages.    When  sending  Documents  to 
DEC  system  users,  put  "From:    'John  Doe"  in 
the  subject  field.    (Remember  -  do  NOT  attach 
a  message  to  a  document  when  sending  E-Mail 
to  a  DEC  system  user.) 

Keep  in  mind  that  getting  a  Note  signed  "John" 
doesn't  help  either,  so  please  include  your  first 
AND  last  name. 

If  you  have  any  questions  regarding  ZIPIMail, 
please  contact  Kyle  Wynn  at  444-2859  or  Sue 
Skuletich  at  444-1392  both  of  End-User  Com- 
puting. 


Gartner  Group  Imaging  Workshop 

ISD  has  recently  been  negotiating  with  Gartner 
Group  Continuous  Services.    The  Gartner 
Group  provides  a  range  of  continuous  services 
for  executives  who  produce  or  use  information 
technology  (IT)  products  and  services.    Through 
the  research,  analysis  and  recommendations  of 
Gartner  Group  analysts,  clients  can  measurably 
improve  the  effectiveness  of  IT  decisions. 
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As  a  result  of  this  negotiation,  Gartner  Group 
has  agreed  to  hold  a  workshop  on  imaging.  If 
you  arc  interested  in  attending,  please  call  Dan 
Mossman  at  1219  or  Sharon  Gorie  at  2918. 


Calendar  of  Events 

December  8  -  Information  Technology  Mana- 
ger's Group  (ITMG)  meeting  -  Room  104, 
Capitol  Building,  8:30. 

December  11  -  ISD  Christmas  Party;  Knights  of 
Columbus  hall;  7:00-????    Everyone  welcome! 
Call  Wendy  Wheeler  at  2856  or  Barb  Sheline  at 
4909  for  more  information. 

December  15  -  Imaging  Workshop  -  presented 
by  Gartner  Group.    Time  and  location  TBA. 

December  30  -  Mike  Trevor's  retirement  party. 
Park  Plaza  Hotel,  6:00-????.  Call  ISD  at  2700 
for  details. 

January  11  -  Information  Technology  Advisory 
Council  (ITAC)  meeting  -  Governor's  reception 
room  -  8:30 


End  Notes 


Submit  Articles 

If  you'd  like  to  submit  an  article  to  News  and 
Views  for  publication,  please  send  it  to  Dan 
Mossman  or  Brett  Boutin,  preferably  by 
ZIPlMail.    The  following  schedule  provides 
dates  that  articles  must  be  received  by  in  order 
to  be  included  in  the  issues  listed  below: 

January  Issue      12/17/93 
February  Issue    1/21/94 


ISD  Network  Assistance 
Center  444-2000 


Got  a  problem?    Need  ISD  assistance  or  sup- 
port for  any  of  your  information  processing 
needs-either  voice  or  data?    The  central  con- 
tact point  is  the  ISD  Network  Assistance  Cen- 
ter. 


MERRY  CHRISTMAS  AND  HAPPY  NEW  YEAR!!!! 


875  copies  of  this  public  document  were  printed  at  a  cost  of  S264. 

Distribution  costs  are  S  18.25. 

30  copies  of  this  document  were  distributed  electronically  at  a  no  cost. 

Editors:      Brett  Boutin  &  Dan  Mossman 
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AJl  classes  will  be  held  in  Room  210  at  ihe  Helena  Vo-Tech  center  at  1115  N.  Roberts,  unless  another 
location  is  specified.    Please  note  that  these  costs  are  subject  to  change  each  July  Isi. 

To  enroll  in  a  class,  you  must  send  or  deadhead  an  enrollment  application  to  the  State  Training  Center, 
HVTC,  Helena,  MT    59601.    If  you  have  questions  about  enrollment,  please  call  444-6800.    Once  you 
enroll  in  a  class,  the  full  fee  will  be  charged  UNLESS  you  cancel  at  least  three  business  days  before  the  first 
day  of  class. 

The  classes  available  and  their  costs  are  as  follows: 


Class  Name 
*MVS\ESA  -  Differences  from  MVSVXA 

Introduction  to  TSO/SPF 
•Introduction  to  JCL  (Job  Control  Language) 
•Introduction  to  CICS  Programming 
•Introduction  to  IDMS  Database  Programming 
•IDMS  ADS/Online 
•Introduction  to  CULPRIT 
•Subscripting  in  CULPRIT 
•CULPRIT  Programming  for  IDMS 
•Introduction  to  SAS:    Module  1 
Module  2 
Module  3 

Introduction  to  Novell  Networks 
•Novell  Network  Administration 
•Novell  NetWare  System  Manager 
•Novell  NetWare  Advanced  System  Manager 
•Novell  Netware  Service  &  Support 

PC  Maintenance 

PC  Memory  Management 
•Windows  Purchase,  Installation  and 

Use  Considerations 
•Windows  for  the  Technical  Support  Team 
•Beginning  Microcomputer  Skills 

Fundamentals  of  DOS 
•Intermediate  DOS 

Introduction  to  Windows 
•CorelDraw 
•CorelChart 
•CorelShow 
•Introduction  to  Ouickref/Docview 

Introduction  to  WordPerfect  (5.0  or  5.1) 
•Advanced  Features  of  WordPerfect  5.2 
•WordPerfect  Complex  Document  Functions 
•More  WordPerfect  Complex  Document  Functions 
•WordPerfect  5.1  Tables 

•WordPerfect  5.1  Columns  and  Math  Functions 
•WordPerfect  5.1  Graphics 

WordPerfect  Merec  and  Son  Functions 
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WordPerfect  5.1  Macros 
•  WordPerfect  5.1  Tips  and  Tricks 
*Conversion  from  WordPerfect  5.0  to  5.1 
'Spreadsheet  Design  and  Documentation 
'Introduction  to  WordPerfect  for  Windows 
Advanced  Features  of  WordPerfect  for  Windows 
•Conversion  to  WordPerfect  5.2  for  Windows 
Desktop  Publishing  for  WordPerfect 
Conversion  to  Lotus  1-2-3  for  Windows  Rel.4.0 
Introduction  to  Lotus  1-2-3,  (Release  2.4) 
Intermediate  Lotus  1-2-3,  (Release  2.4) 
•Lotus  1-2-3  WYSIWYG  Features  (Release  2.4) 
•Lotus  1-2-3  Graphics  (Release  2.4) 
•Lotus  1-2-3,  Release  3.1,  3-Dim.  Spreadsheets 
•Lotus  1-2-3  Printing  (Release  2.4) 
Freelance  for  Windows 
•Freelance  for  Windows  -  Conversion 
Lotus  1-2-3  Macros  (Release  2.3,  2.4  or  3.1) 
•Introduction  to  Lotus  1-2-3  Database  Features 
•Introduction  to  PFS:Professional  File,  Ver.  2.0 
•Micro  Database  Concepts  and  Design 
•Introduction  to  R:Base,  Release  3.1 
•Advanced  R:Base  Release  3.1 
R:Base  Query  and  Reports  (Rel.  3.1) 
•R:Base  Views  (Rel.  3.1) 
•Intermediate  R:Base  (Rel.  3.1) 
•State  Telephone  Training 
•Orientation  to  State's  Computer  Center 
•Introduction  to  IBM's  Library  Reader 


This  class  is  not  scheduled  during  the  time  covered  in  this  issue. 
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Training  Calendar 


Data  Network/Mainframe  Classes 


December  9 
February  15. 


16 


Introduction  to  TSO/SPF 
Introduction  to  Novell  Networking 


Microcomputer  Qasses 

December  1 
December  7 
January  18 
January  19 
January  25,  26 
February  1 
February  24 

Word  Processing  Qasses 

December  2 
December  20 
January  27  a.m. 
January  27  p.m. 
January  31 
February  2,  3 
February  8 
February  22,  23 

Spreadsheet  Qasses 

December  14,  15 
December  16 
January  10 
January  11 
February  9,  10 


Introduction  to  Windows 
Freelance  for  Windows 
Introduction  to  Windows 
PC  Memory  Management 
PC  Maintenance 
Introduction  to  Windows 
Introduction  to  DOS 


Introduction  to  WordPerfect  for  Windows 

Desktop  Publishing  for  WordPerfect  for  Windows 

WordPerfect  Merge  &  Sort 

WordPerfect  Macros 

Introduction  to  WordPerfect  for  Windows 

Introduction  to  WordPerfect 

Desktop  Publishing  for  WordPerfect  for  Windows 

Advanced  Features  of  WordPerfect  for  Windows 


Introduction  to  Lotus 

Conversion  to  Lotus  4.0  for  Windows 

Conversion  to  Lotus  4.0  for  Windows 

Intermediate  Lotus 

Lotus  Macros 


Database  Qasses 

January  13 


R:Base  Ouer\'  &  Reports 
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Data  Network/Mainframe  Classes 


INTRODUCTION  TO  TSO/SPF:  presented  by  Denny  Knapp  of  the  Application  Services  Bureau 


DATE:  December  9,  1993 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  3270nd  (Interactive  Class  on  Terminal  Operation) 

LOCATION:  Helena  Vo-Tech  Center.  1115  North  Roberts,  Room  210 

"Introduction  to  TSO/SPP  is  a  hands-on  workshop  about  using  computer  terminals  (or  PC  terminal 
emulators)  and  the  SPF  editor.    SPF  is  an  easy-to-learn,  menu-driven  system  used  to  enter  data  and 
programs  into  the  State's  mainframe  computer.    Entering  data,  changing  data  and  submitting  programs 
(jobs)  for  execution  are  covered  in  detail.    Also  covered  are  SPFs  utility  functions  and  the  tracking  of 
job  output. 

This  course  is  essential  for  state  government  personnel  using  terminals  or  PC's  linked  to  the  Stale's 
central  computer.    It  is  a  prerequisite  for  many  other  ISD  classes. 

INTRODUCTION  TO  NOVELL  NETWORKING:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATES:  Februai7  15  and  16,  1994 

TIMES:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Intermediate  DOS 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  class  will  introduce  students  to  the  basic  concepts  of  networking  in  the  Novell  3.11  environment. 
Students  will  learn  how  to  oversee  the  operation  of  a  Novell  network  including  managing  hardware  and 
software  as  well  as  how  to  set  up  users,  directories,  and  security.    It  is  important  to  understand  that  this 
course  is  not  part  of  the  CNE  certification. 


Microcomputer  Classes 


PC  MAINTENANCE:  presented  by  the  staff  of  the  Helena  Vo-Tech 

DATES:  January  25  and  26,  1994 

TIMES:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Working  knowledge  of  DOS 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  course  is  designed  to  give  participants  insight  into  normal  routine  maintenance  of  the  personal 
computer.    Topics  covered  will  be  internal  diagnostics,  add-on  cards,  memory  management,  systems 
upgrades,  hard  disk  performance  tips,  and  routine  troubleshooting  techniques. 


tktxmberj[993 


P^^13^^ 


MEMORY  MANAGEMENT: 


presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATE: 

TIME: 

PREREQUISITE: 

LOCATION: 


January  19,  1994 

8:30  a.m.  to  4:30  p.m. 

Intermediate  DOS  and  introduction  to  Windows 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  class  will  students  an  opportunity  to  work  with  memory  configurations  on  the  PC.  Extended 
memory  and  expanded  memory  will  be  discussed.  Other  topics  covered  will  be  device  drivers,  disk 
caches,  RAM  disks,  and  configuring  Windows.    Some  time  will  also  be  spent  on  interactive  batch  files. 


FUNDAMENTALS  OF  DOS: 


presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATE:  February  24,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

"Fundamentals  of  DOS"  is  intended  for  microcomputer  users  who  need  to  know  more  about  controlling 
the  microcomputer  through  its  operating  system.  Programming  experience  is  NOT  required.  Topics  to 
be  covered  include: 

What  is  DOS?    Why  is  it  necessarj'  to  know  about  it? 

DOS  names  for  peripherals 

File  naming 

Set-up  files  such  as  CONFIG.SYS 

Internal  DOS  commands  -  DIR,  ERASE,  RENAME.  TYPE,  COPY  and  their  variations 

External  commands  -  FORMAT,  SYS,  DISKCOPY.  CHKDSK,  MODE 

Interpreting  batch  files 

Backup  procedures 

INTRODUCTION  TO  WINDOWS:     presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATES: 


TIMES: 

PREREQUISITE: 

LOCATION: 


December  1.  1993  '  . 

January  18.  1994 

February  1.  1994 

8:30  a.m.  to  4:30  p.m. 

Beginning  Microcomputer  Skills  or  three  months  of  daily  microcomputer  use 

Helena  Vo-Tech  Center.  1115  North  Roberts,  Room  210 


This  course  is  a  general  introduction  to  Windows.    It  will  cover  the  basics  and  show  how  Windows 
makes  other  applications  easier  to  use  and  more  productive.    Topics  will  include: 

•  What  are  Windows  -  multi-tasking  and  task  .switching 

•  Using  DOS  applications 

•  Using  Windows  accessories  and  features 

•  Screen,  window  and  menu  navigation 

•  Window  sizing  and  movement 

•  Customization 

This  course  will  not  include  training  for  system  administrators  and  programmers.    It  will  not  cover 
Windows  installation,  maintenance  or  advanced  features  such  as  use  for  programming  and  file/directory 
management. 
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FREELANCE  GRAPHICS  FOR  WINDOWS:  presented  by  the  staff  of  the  Helena  Vo- 

Tech  Center 


DATE:  December  7,  1993 

TIME:  ^:30  am  to  4:30  pm 

PREREQUISITE:  Beginning  Microcomputer  Skills 

IXKDATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  give  participants  hands-on  experience  using  Freelance  for  Windows  to  create  many  types 
of  figures,  drawings,  graphs  and  screen  shows.    Students  will  learn  to  use  Freelance's  symbol  library  and 
freehand  drawing  capabilities  and  to  link  data  from  Lotus  1-2-3  spreadsheets  to  create  a  publication- 
quality  chart  or  graph. 


Word  Processing  Classes 


INTRODUCTION  TO  WORDPERFECT:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATES:  February  2  and  3,  1994 

TIMES:  8:30  a.m.  to  4:30  p.m.  on  first  day 

8:30  a.m.  to  noon  on  second  day 
PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  a  genetic  introduction  to  WordPerfect  for  new  users  of  release  5.0  or  5.1.    Expeiience  with 
WordPerfect  is  not  necessary.    Participants  will  go  through  the  fundamentals  of  creating,  formatting, 
editing  and  printing  documents.    Some  advanced  features  will  also  be  covered,  including  checking 
spelling,  finding  a  word  or  phrase,  marking  blocks  of  text,  moving  text  and  listing/retrieving  document 
files. 


ADVANCED  WORDPERFECT  5.2  FOR  WINDOWS:     presented  by  the  staff  of  the  Helena  Vo-Tech 

Center 

DATES:  February  22  and  23.  1994 

TIMES:  8:30  a.m.  to  4:30  p.m.  on  first  day 

8:30  a.m.  to  noon  on  second  day 
PREREQUISITE:  Introduction  to  WordPerfect  5.0  and  Introduction  to  Windows 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

For  those  already  using  WordPerfect  for  Windows  5.2,  the  advanced  class  will  cover  footnotes,  column 
generation,  sorting  capabilities,  dual  document  editing,  font  changes  within  a  document,  creation  of 
style  sheets  and  master  documents,  keyboard  layout,  the  compose  function  and  graphics. 
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WORDPERFECT  MERGE  AND  SORT  FUNCTIONS:  presented  by  the  staff  of  the  Helena 

Vo-Tech  Center 

DATE:  January  27.  1994 

TIME:  8:30  a.m.  to  noon 

PREREQUISITE:  Introduction  to  WordPerfect  5.0  or  5.1 

LOCATION:  Helena  Vo-Tech  Center.  1115  North  Roberts.  Room  210 

This  class  will  cover  the  file  merge  and  sort  features  of  WordPerfect.    Students  currently  using 
WordPerfect  5.0  or  5.1  will  have  hands-on  practice  with  the  steps  needed  to  generate  files  sorted  in  a 
variety  of  ways.    They  will  also  learn  to  merge  primary  and  secondary  files  for  mass  mailings,  for 
example,  and  to  set  up  files  for  keyboard  merges. 

WORDPERFECT  5.1  MACROS  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  January  27,  1994 

TIME:  1:00  p.m.  to  4:30  p.m. 

PREREQUISITE:  Introduction  to  WordPerfect  5.0  or  5.1 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  is  a  seminar  class  that  will  cover  the  theory  and  construction  of  basic  WordPerfect  macros.    Class 
will  begin  with  simple  hot  key  and  named  macros  and  proceed  through  the  introductory  level  of  the 
macro  language.    Special  macros  will  be  created  such  as  capturing  inside  addresses  for  printing 
envelopes  and  building  simple  menus  for  lists  of  commonly  used  tasks.    Students  are  encouraged  to 
bring  examples  of  tasks  for  instructor  assisted  class  projects. 

DESKTOP  PUBLISHING  WITH  WORDPERFECT  FOR  WINDOWS  5.2:        presented  by  the  staff  of 

the  Helena  Vo-Tech 
Center 

DATES:  December  20,  1993 

February  8,  1994 
TIMES:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Introduction  to  WordPerfect  for  Windows  5.2 

LOCATION:  Helena  Vo-Tech  Center.  1115  North  Roberts,  Room  210 

This  class  will  combine  all  the  essential  elements  of  desktop  publishing-text,  graphic  images,  and  page 
design  and  layout-to  create  and  print  professional-looking  documents.    Students  will  work  with  fonts 
and  type  sizes,  kerning,  multicolumn  formats,  graphic  lines,  graphic  boxes,  and  graphic  images.    Also 
covered  will  be  use  of  the  scanner  to  produce  graphic  images. 

INTRODUCTION  TO  WORDPERFECT  5.2  FOR  WINDOWS:  presented  by  the  staff  of  the 

Helena  Vo-Tech  Center 

DATES:  December  2,  1993 

January  31,  1994 
TIMES:  8:30  a.m.  to  4:.30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills  and  Introduction  to  Windows 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts.  Room  210 

This  class  is  designed  as  a  basic  introduction  to  WordPerfect  for  Windows.    Experience  with  WordPer- 
fect is  not  necessary.    Participants  will  go  through  the  fundamentals  of  creating,  formatting,  editing  and 
printing  documents!    Some  advanced  features  will  also  be  covered,  including  spell  checkmg,  searching  for 
words  or  phrases,  marking  blocks  of  text,  moving  text  and  listing/retrieving  document  files. 
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spreadsheet  Classes 


INTRODUCTION  TO  LOTUS  1-2-3,  RELEASE  2.4:  presented  by  the  staff  of  the  Helena  Vo- 

Tech  Center 

DATES:  December  14  and  15,  1993 

TIMES:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  a  generic  introduction  to  Lotus  1-2-3  for  persons  with  little  or  no  Lotus  experience.    It  will 
consist  of  instructions  and  hands-on  practice,  with  lab  time  available  for  building  spreadsheets  of  the 
participants'  choosing. 

The  class  will  cover  design,  creation,  printing  and  editing  of  spreadsheets.    Additional  topics  will  include 
selected  graphic  features,  the  use  of  formula  to  connect  spreadsheets,  and  the  opening  of  multiple  files 
at  the  same  time.    Students  will  learn  about  new  WYSIWYG  (What  You  See  Is  What  You  Get) 
features  of  Releases  2.3  and  3.1  such  as  enhanced  printing  of  spreadsheets  and  graphs. 


INTERMEDIATE  LOTUS  1-2-3.  RELEASE  23  OR  3.1:  presented  by  the  staff  of  the  Helena 

Vo-Tech  Center 

DATE:  January  11,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Introduction  to  Lotus  1-2-3 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  course  is  intended  for  users  of  Release  2.3,  3.1  or  3.1-)-.    It  covers  intermediate  features  of  Lotus 
1-2-3  for  those  who  are  familiar  with  Lotus  basics.    It  consists  of  instructions  and  hands-on  practice, 
with  lab  time  available  for  building  spreadsheets  of  the  students'  choosing. 

Tlie  following  topics  will  be  presented: 

@  functions 

Date  and  time  formats  and  functions 

Ranges-naming,  hiding  and  protecting  ranges;  using  range  commands 

Global  defaults 

Titles,  windows  and  text  editing 

Time  permitting,  the  following  topics  will  be  covered  with  some  hands-on  practice: 

•  Selected  file  functions  and  file  linking 

•  Magellan  Viewer  Addin  (available  in  Releases  2.3  and  3.1-1-  only) 

•  Auditor  Addin  (available  in  Releases  2.3  and  3.1-1-  only) 
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LOTUS  1-2-3  MACROS: 

DATES: 
TIMES: 

PREREQUISITE: 
LOCATION: 


presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

February  9  and  10,  1994 

8:30  a.m.  to  4:30  p.m.  each  day 

Beginning  and  Advanced  Lotus  1-2-3  Release  2.2 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  class  is  designed  for  those  who  want  to  learn  about  Lotus  1-2-3  macros.    It  will  consist  of 
instruction,  demonstrations,  and  hands-on  practice  with  lab  time  available  to  build  spreadsheets  of 
participant's  choosing.    The  class  will  concentrate  on  using  1-2-3  Release  2.3  to  design,  create,  and  edit 
macros  to  perform  simple  operations  or  redundant  tasks.    The  material  covered  will  apply  to  all  releases 
of  Lotus  1-2-3  (2.2,  2.3,  and  3.1).    It  will  include  writing  and  debugging  macros,  using  the  keystroke 
recorder,  and  using  advanced  macro  commands. 


CONVERSION  TO  LOTUS  4.0  FOR  WINDOWS: 


presented  by  the  staff  of  the  Helena  Vo- 
Tech  Center 


DATES:  December  16,  1993 

January  10,  1994 
TIMES:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Introduction  to  Lotus,  Introduction  to  Windows  or  equivalent 

LOCATION:  Helena  Vo-Tech  Center.  1115  North  Roberts,  Room  210 

This  class  is  designed  for  persons  who  are  experienced  with  Lotus.    It  will  cover  the  functional 
differences  between  the  DOS  version  of  Lotus  and  Lotus  for  Windows  Version  4.0.    An  emphasis  will 
be  placed  on  the  graphic  user  interface  elements  which  make  Lotus  for  Windows  look  and  feel  like 
other  Windows  products. 


Database  Classes 


R:BASE  QUERY  AND  REPORTS,  RELEASE  3.1: 


presented  by  the  staff  of  the  Helena  Vo-Tech 
Center 


DATE: 

TIME: 

PREREQUISITE: 

LOCATION: 


January  13,  1994 
8:30  am  to  4:30  pm 
Introduction  to  R:Base 
Helena  Vo-Tech  Center, 


1115  North  Roberts,  Room  210 


This  class  will  expand  on  report  writing  topics  covered  in  "introduction  to  R:Base."    Topics  include 
writing  reports  using  breakpoints  and  R:Base  functions.    Also  covered  will  be  more  information  about 
queries  and  views  as  they  relate  to  reports. 
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CLASS  ENROLLMENT  APPLICA  TION 

COMPLETE  THIS  APPLICATION  m  FULL  AND  SUBMIT  TT  AT  LEAST 
ONE  WEFJC  PRIOR  TO  THE  FIRST  DAY  OF  CLASS 


COURSE    DATA 


Course  Requested: 
Date  Offered: 


STUDENT  DATA 

Name: 

Soc.  Sec.  Number  (for  P/P/P) : 

Aaency  &  Division:                      / 

Mailing  Address: 

Phone: 

How  have  you  met  the  required  prerequisites  for  this 
course?   Explain,  giving  the  class (es)  taken,  tutorial (s) 
completed,  and/or  experience. 

BILLING 

INFORMATION/ AUTHORIZATION 

MANDATORY 

Responsibil 
Authorized 

ity  Center: 

Signature: 

FULL  CLASS  FEE  WILL  BE  BILLED  TO  THE  REGISTRANT  UNLESS 

CANCELLATION  IS  MADE  THREE  BUSINESS  DAYS  BEFORE 

THE  START  DATE  OF  THE  CLASS. 

DEADHEAD  OR  MAIL  COMPLETED  FORM  TO: 


HELENA  VO-TECH  CENTER 

COMPUTER  TRAINING  CENTER 

1 1 15  NORTH  ROBERTS,  HELENA  59601 

FAX  444-6892 


DEPARTMENT  OF  ADMINISTRATION 
INFORMATION  SERVICES  DIVISION 
ROOM  221,  MITCHELL  BLDG 
PO  BOX  200113 
HELENA  MT    59620-0113 


HAROLD  CHAnOERS 
MONTANA  STATE  LIBRARY 
REFERENCE  C  INFO  SERVICES 
1515  E  SIXTH 
HELENA  MT  59620 

DEADHEAD 


